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Contract: Digital Communications Officer – HEART Midlands Early Years Stronger Practice Hub
· Freelance contract | 2 days/16 hours per week (negotiable) | Remote working
· 1‑year contract initially, with potential extension for a further 2 years
· Rate £250 per day (DfE‑approved rate, based on an 8‑hour day)
The HEART Midlands Early Years Stronger Practice Hub (EYSPH) is seeking a skilled and creative Digital Communications Officer to lead our digital communications, events promotion, and website content activity as we enter Phase Two of the national Stronger Practice Hub programme.
This is an exciting opportunity to shape the digital presence of a regional hub that supports early years practitioners with evidence‑informed practice, high‑quality CPD, and accessible information and advice.
About the role
The Digital Communications Officer will play a central role in ensuring that the HEART Midlands EYSPH fulfils its delivery plan requirements, as set out by the Department for Education (DfE) and the National Children’s Bureau (NCB). 
You will work closely with the Project Manager and EYSPH Leads to ensure that our communications are clear, consistent, and engaging across all platforms.
This role is ideal for someone who is proactive, organised, and confident in managing multiple digital channels, with a strong understanding of how to communicate effectively with early years audiences.

	Job Title:
	Digital Communications Officer

	Reporting to:
	HEART Midlands EYSPH Lead

	Contract:
	Part-time (2 days/16 hours per week, negotiable)
1‑year contract initially, with potential extension for a further 2 years

	Remuneration:
	£250 per day (DfE‑approved rate, based on an 8‑hour day)

	Hours:
	Part-time/flexible working. The hours could be worked across 2 full days or part-time across the week.

	Location:
	Remote

	Closing date:
	Monday 13 April. We reserve the right to make an appointment before the closing date; early applications are strongly encouraged.

	Interviews:
	Online interviews will be held w/c 27 April, via MS Teams



How to apply
For full details including the job description (key responsibilities) and person specification, see pages 3 & 4 of this document.
To apply, please provide:
· An up-to-date CV
· A covering letter of no more than 1,000 words setting out how you meet the person specification for the job
· Details of two referees including your most recent contract or line manager
Applications should be emailed to info@heartmidsph.co.uk with the subject line: FAO Sally Davies – DCO application.
HEART Midlands EYSPH are committed to creating an inclusive recruitment process and we welcome applications from everyone. If you require any reasonable adjustments, content in a different format, or an alternate way to submit your application or register your interest, please contact Sally Davies on info@heartmidsph.co.uk to discuss your needs.




Key responsibilities
Social media and digital communications
· Manage, update and monitor all HEART Midlands EYSPH social media accounts (Facebook, Bluesky, LinkedIn).
· Create engaging, accessible content that promotes events, CPD, resources and key messages.
· Manage the Hub’s regular newsletter and other email content using Mailchimp.
· Respond to enquiries and maintain a professional, supportive online presence.
Websites and content management
· Publish and republish Hub‑related content on the website (currently hosted by NCB), including blogs, events, resources, and CPD listings.
· Upload and manage Hub event listings on Eventbrite.
· Advise on and support the development and maintenance of the HEART Midlands EYSPH webpages.
· Ensure all project‑specific content is accurate, up-to-date and aligned with the Hub’s aims.
Data, monitoring, and reporting
· Gather, collate and analyse social media data on a termly basis.
· Produce clear insights and reports for the HEART Midlands EYSPH leadership group.
· Identify trends, opportunities and areas for improvement in reach and engagement.
Collaboration and communication
· Work closely with the Project Manager and EYSPH Leads to align communications with project activity.
· Maintain strong working relationships with partners, networks and stakeholders.
· Contribute to the wider communications strategy for the Hub.

Person specification
Skills, knowledge, and experience
Essential
· Experience managing multiple social media channels for an organisation, project or campaign.
· Strong writing skills with the ability to create clear, engaging and accessible content.
· Knowledge of and experience using website content management systems (CMS).
· Basic design knowledge and experience using Canva.
· Experience using Mailchimp or another ESP (email service provider).
· Experience using Eventbrite.
· Ability to analyse data and present insights in a clear, meaningful way.
· Excellent organisational skills, with the ability to manage multiple tasks and deadlines.
· Confident working independently and taking initiative.
· Strong interpersonal skills and the ability to build positive working relationships.
Desirable
· Knowledge or experience of the early years sector, education or community‑based work.
· Familiarity with the Stronger Practice Hub programme or similar national initiatives.
· Experience supporting events promotion or digital campaigns.
· Understanding of user‑centred design and accessibility in digital communications.

Contract and payment
· This is a freelance role for 2 days/16 hours per week, with flexibility around working patterns.
· The initial contract is for 12 months, with the intention to extend for a further two years, subject to funding and performance.
· Payment is set at the DfE‑approved rate of £250 per day.
· The appointed candidate will be required to submit monthly invoices. Payment will be made via BACS (online bank transfer).
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